SIMPLE DATABASE - Lesson 1 - Address Table

	1
	Start Microsoft Access

	2
	Click Blank Database in the Create a New Database box

	3
	Click OK

	4
	Get to your own folder

	5
	Click in the box beside File name and type the file name

	6
	Click on the Create button

	
	

	7
	Click on Tables (on the left side of the window)

	8
	Click on New (within that small window)

	9
	Double click “Create by entering data”

	10
	The cursor should be blinking in the cell under Field 1

	
	

	11
	Double click Field 1 and type the word Name

	12
	Double click Field 2 and type the word Street

	13
	Double click Field 3 and type the word City

	14
	Double click Field 4 and type the word Phone

	
	

	15
	In the cells beneath fieldnames, type your data (one row for each friend)

	16
	When you are finished entering the data, Close this screen by clicking the X on this table window.

	17
	Click YES to save

	18
	Name the table MY FRIENDS 

	19
	Click OK

	20
	Click No to the Primary Key question

	
	

	21
	Double click MY FRIENDS in the next box to see your completed database table

	22
	GOOD JOB!
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